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FOREWORD
This module is one of a series of or ante -based
teacher education,iPBT) learning packages fo using upon
specific professi6nal com'petencies of vocational t ac hers The
competencies upon welch theserhodules arp based were iden-

s lilted and verified through research as beirtdirnportant to Suc-
cessful.vocationat teaching at both the secondary and post-
secondary levels of instruction The modules are suitable,for
the preparation oi teachers in all occupational areas ,

Each module provides learning experiences that integrate
theory and 'application, each culminates with Criterion refir-
enced assessment of the teacher's.pertokance of the spec-
ified competen The materials are design for use by indi-
vidual -or ups o chers in training working under the
directi nd w th t e a Lance of teacher educators acting as
resource persons R sou e persons should be skilled in the
teacher competent i b n developed and should be thor-
oughly oriented B concepts and procedures in using
these materfay,
The design/6 the materials p vides considerable flexibility for
plar)ning end col ductIng pe ormance-based preservice and
inservice teacher preparation programs to meet a wide variety
of individual needs and interests The materials areintended for
use by universities and colleges, state departrnents of educa- -
bon, post-secondary institutiopS, local educaticrm agencies, and.
otherS responsible far the pfofespional develOpment.of voca-
tional teashara. Further informatipn about the use af the mod-
ules in teacher education programs is contained in three re-

. P lated documents,. Student Guide to Using Performance-Based
Teacher Education Materials, esource Person Guide to
Using Performance -Based Teac er Education Materials and
Guide to Implementation of. erfomiance-Based Teacher
Educiation. . f

The PBTE curricutun; pacEages are 'products of a sustained
research end deyelopMent'effort 6y The Center's Program for'
Professional DeveltomenVor Vocational Edudation. Many in-
dividuals, institutions, and gencies participated with The Cen-
ter and have made -contra Lions to the systematic develop-/
ment, testing, revision, and re ement of these very significant
training materials Over 40 teachereducatqrs provided input in
development of initial versions of the rriedules, over 2,000
teachers and 300 resource persons in 20 universities, colleges.
and post-secondary institutions used the materials and pro-
vided feedback to The Center fdr revision and refinement
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Special recognition for major individual roles in-the direction,
development, coordination of testing, revision, ancrreffnement
of these materials is extended to the following program staff
James B Hamilton, Program birector, Robert E Norton, As-

sociatikProgrambirector, Glen E, Fardig, Specialist, Lois Har-
rington, Program Assistant, and Karen Guinn, Program Assis-
tant. Recognition is alio extended to Kristy Ross, Technical
Assistant, Joan Jones, Technica Assistant; and Jean Wisen-.
baugh, Artist for their contributions yq the final refinetnent of
the materials. ContribUtions made by, former program staff to-
ward developmental Versions of these materials Ow also ac-
knowledged. Calvin J. Cotrell directed the vtidetIonal teacher
competency research studies upon which these modules are
based and also directed the curriculum development effort
from 1971-1972 Curtis'Fl. Finch provided leadership for the
program from 1972-1974. '

. .
AppreCiepon is also extend to all those outside The C
(consultants, field, site c ordinatofs, teacher educators,
teachers, and others) who c ntributed so generously in various
phases of the total effort. Early Versions cif the'materrals were
developed by The Center invooperation wjth the vocational
teacher education .faculties at Oregon State University and at
the University of Missouri- Columbia Preliminary testing of the
materials was conducted at Oregon State University, Temple
University, and University of Missonri-Columbia.

Following preliminary testing,inalor revision of all materials
was performed by Center Staff with the assistance of numerous
consultants and visiting scholars jrom throughout the country.
Advanced testing Of the materials was carried out with assis-
tance of the vocational teacher educators arid students of Cen-
tral Washington State College, Colorado State University, Ferris

. btate gollege, Michigan, Florida State University, Holland Col-
lage, FE I , Canada, Oklahoma State University, Rutgers Uni-
versity, State University College at Buffalo, Temple University:
University of Arizona; UniVersity of Michigan-Flint; University of
Minnesota-Twin Cities; University of Nebraska-Lincoln; Univer-
sity., af*Northernoraclo, University of Pittsburgh, University
of Tennessee; U ersay of Vermont, and Utah State University

The Oehter is grateful to the National Institute of Education for
spohsotstiSpot this PBTE curriculum development effort from
1972 thro h its completion. Appreciation is. extended to the
Bureau of Qi cupational and Adult Education of the U S Office
of Education for their sponsorship of training and advanced
testing 'of the materials at 10 sites under wavisions oLEPDA
Part F, Section 553 Recognition of funding support of the
advanced testing effort is also extended to Ferris State College,
Holland College, Temple University, and the University of
,Michigan -Flint ,

. Robert E. Taylor
Executive Dgector
The Center for.Vocational Education

THE CENTER FOR VOCATIONAL EDUCATION
,,40.4. Olnny 0..o 43110

The Center for Vocational apucation's mission
increase the abllity of diverse agencies, institutions and
organizations to solve educational pioblems relati g to
individual career planning, preparation, and progr sir
The Center fulfills its mission by

Generating knowledge through research
Developing educational programs and products
Evaluating individual program needs and outcomes
Installing educational program and products
°prating information systems d services
Contucting leadership develop nt and training
programs
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p During the early days qteducation in the United
States, local school systems were small. Niarly all
members of a community were involved in the
operation of their schools, and education was the
concern of everyone.

Today,, modern school 'systims provide vastly
increased and extended educational offerings
when compared to the past. Educational systems

..have increased offerings to serve the needs of a
wide vallety of different groups. Education is still
the concern of everyone, put only a limited number
of peoplaare now able to becorde directly involve
With the'operation of their schools. communica-
tion gaps often develop between parents, ern-
.Oloyers, employees,.and the educators. ,

'An advisory committee provides the vocational
teacher witri. one of the best means available for
preventing the develowent of information gaps
and, where gaps have already de eloped, an excel-
lent method of reducing andiorlimin-ating them.
This 1.s true whether the teacher is working at the

'secondary or p9st-secondary level. .

4 .An ativis'ory committee involves citizens in the
operation' of their school, an Involvement which
caM result in meaningful two-way cOmmunicatibn

between educatorcand. concerned parents, em-
ployers, and workdis. The students, the teacher,
the school, and the community all stand tosbenefit"
from thp activities of properly organized and

advisory committees. The .importan and
value of an advisory committee is per ps best
reflected in statements'such as,/ "I don't k ow how
I ever, got along without one," and, "I didn't know .

they could be so helpful," that are often made by
teachers after their first eXperience with such a
committee.

/ . -
This module focuses upon' the type of advisory

commie most closely associated with the voca-
tional teacher and the problems and concerns at
the classroom level These advisory groups are
usually referred to as occupational, craft, or trade
cOrymittees or councils. The term occupational
advisory eoinmittee is used in this module.

As a vocational teacher, you may need,to assess
the procedures followed in 'organizing an existing
,commjttee, and then' to reorganize the committee,
cif necessary. Or, you may need to form a committee
where none presently exists. In either case, .this
module is designed to give you the information
and skilts you will need to ensure a properly or -,
ganized occupational advisory committee
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Objectives`
TititirlitalObjective:.While working Irian actual school
'Alt.tiatiattorgiknize an occupational advisory committee.
YOtie;filirtormance will be assessed by your 'resoUcce

.thil-Teacher Peiformance Assessment
ipp 12-:, Learning Experience

Enabling Objectives:
1 After completing the required reading, demonstrate

knowledge of. the procedures for organding an oc-
cupationaladvisory committee (Learning Expenene
4).

2' Given several case studies involving typical voca-
tional program settings, assess each situation and
indicate the steps which should be taken in organiz-
ing or reorganizing an occupational advisory com-
mittee (Learning Experience II)

.

Resources
A list of the outside resources which supplerpent those
contained within the module folrows. Check with your
resource person (1) to determine the availability and the
location of these resources, (2) to locate additional ref-
erences in your occupational specialty, and (3) to get
assistance in setting up activities with peers or observa-
tions of skilleci teachers, if necessary. Your resource
person may also be contacted if you have any difficulty
with directions, or in assessing your progress at any
time.

4

Learning Experience I
Optional

Reference: Burt, Samuel M. Industry and Voca-
tional=Technical Edpcation. New' York, NY:
McGraw-Hill Book Company, 1967. (out of print)
Reference: American Vocational Association. The
Advisory Committee and Vocational Education.
Washington, DC: AVA, 1969.
ReferenEb Riendeau, Albert J.' Advisory Commit-
tees for Occupational Education: A Guide to Or-
ganizationand Operation. New York, NY. McGraw-
Hill Book Company, 1977.
A vocational teacher, administrator, and/or advisory
committee member 'knowledgeable, about proce-
dures followed in organizing an occupational advi-
sory committee with whom you can consult

Learning Experience 11
Required.

Peers to work with you in discussing and assessing
case; udies (required only if you select this alter-
nate activity)

Learning Experience III
Required

An acttial school situation in which you can or-
ganize an occupational advisory committee
A resource person to review yfitr plans for, and to
assess your competency in, organizing an occupa-
tional advisory committee.,

This module covers performance element numbers 20-24 from Calvin J
Cotrell et al , Mbdit Curricula for Vocational and Technical Teacher
Educatio. Report No "lt (Columbus, OH The Center for Vocational
Education, The Ohio State University, 1972) The 384 elements in this
document form the research base for all The Center'? PBTE module
development

9
n -

For information about the general organization of each module, general
procedures for their use, ancHerminplogy which is common to all 100
modules, see About Using The Center's PBT Modules inside
back cover. .

5 .



Leariiing Experience I

CfptionatT
,Activity

Optional

92! .

. Activity

OVERVIEW

'1

V
# r 4,

AfterIcOmpteting the required reading, demonstrate knowledge- of the
procedures for organizing an occupational advieorif comilnittee.

-

.
,

, ,-

$.

You will be reading the information sheet, Orgetping an Occupational'
Advisory Committee, pp.1-61:1.8.' ; : . .. .

N

t '
. . , ..

You may Wish to read the supplementer reference, Burt; induatl and
Vocational-Technical Education, pp. 35-51; The Advisory committee and
Vocational Education, pp.-5-46; and/or Riendeau, AdinsOry Committees
for Oc'dupatiohal Education; A Guide to Organization and Operation.,

, , L
. ...

. ,--
. 0 . ...'

/'Activity

t.

You may wish. to interview a vocational teaCher, adminisiratof, and/o0
advisory committee member to determine probedures followed in organiz-

. ing an occOational advisory committee. - . , . ..

- N,
r , :

. .

I
.
\ ..

. *

.

.

cii .

You will be demonstrating knowledge of The procedure for organizing an
advisory cornmitteit by completing the Self-Check,,pp. 19-20.'

,g

0

You will be evaluating 'yOur competency by comparing your completed
Self-Check with the Model Answers, pp. 21-22. . 4,.

fa

e

5

a



1

(

rationale for, t5enefits and functions of, and steps in srganizing, an occupti-
For information qn thewariqus types of advisory cciftimittees, and on the .Activity

tional advisory committee; read the following infdrthation sheet:
,.... 5 . .

ORGANIZING AN OCCUPATIONAL ADVISORY
COMMITTEE

'Rationale and Benefits
. .

An occupational advi
the public with an adde
nity interests are being p
serves as an organized base for two-way com-
munication between the teacher and represeh-
tativesfrom the community. This continuing forum
allows the teacher. and dvisory,committee mem-

,- bets to discuss their mutual interests and con-
cerns regarding the instructional program.

The community will be better able to ensure
that the. students in their secondary and post-

, secondary schools will be equal to the challenges
and opportunities facing tomorrow's adults. A
school board or board of trustees, with' its limited

I personnel, does not have the time to conduct con-
tinuous and in-depth studies of alr aspects of the
school system or institution. .

An occupational advisbry committee can assist
the board by providing information regarding the
specific instructional program. The committee can'
help 9ntu re that the limited'corrrrnunityarkd schoot

'' resources will be used in the most effective and
efficient manner possible, It car help ensure that
cuirent industrial practices and procedures are
being taught rather.than outdated ones.

Major.efforts of a properly organized and oper-
ated occupational advisory committee 'generally
are and should be focused upon benefiting he

-students. It should be evident, however, that the
teacher, shoOl, community; bbsinesses, indus-
tries, agencies, and the advisory committee mem-
bers themselves will also receive benefits from

. strengthening the instructional prograth.

ory comm&ee provides
assurance that commu-

. The committee

The studentrrwill behefit from having adequate
educational options available to . them. Tshbir
courses of
study will be "
rnpre rele-
vant and en-
riched due to
inputs from
the occupa-
tional' advi-
sory commit-
tee. Serxlices
to students
can be ex-
panded as
the commit
-tee assists
with the
community-balsed phase of the instructional pro-
gram. And, students can receive recognition from
the advisory, committee for outstanding learning
performante. .

The teacher will benefit from advice regterdings
new technology and'its0pact on the occupation
in'the field. Committee members often are able to
provide assistance in obtaining new equipment
and instructional supplies. They caralso serve at
resource persons (subject matter experts); assist
with field hips, help keep the pUblic informed, and
assist -the teacher in numerous other ways.

Benelits to the school and community result
from the two-way communication between dduca-
tors and citizens. The committee serves as an im-
pokant forum fordiscussing school:community

6



The benefits to the' advisory committee mlm-
bers should not be overloosked. The leadership
'abilities of individual members maybe developed
threugh-eemmittee--Part-is. bers_pro-
vide.a service to the youth and adults of the corn-
muriity through Involvement in the,operation' of
their schools. And,,members can and should re-
ceive recognitio6 from their fellowcitizens for ser-
vice provided to the community.-

concerns. Bebause of committee activities, the
community is more likely to recognize that the
schtloi, is attempting to, fulfill the educational
needs the community.

Businesses, industries, and agericies in th-e

comM.unity are potential employers of the gradu-
' ales of the instrucflonal prOgrani These groups
benefit by being involved in the development of
relevant curricula. ThrOugh their participation,
they can ensure that course standards ale realistic
and line with current industrial practice.

,Types of Committees/Councils
Int

Occu pallonal advisory committees ace only-one
of several types of advisory committeesYcoundlls

, that 'may be f (Sark at the local school level. In

addition, .under the new legislation (Education
Amendments of 1976), vocational eduction advi-
sory counciLs are pquired at the local: state, and
national levels.

Ads

Local Level
, One 'or more of the following types ofadvisory
committees /councils will usually be operating at
the local level.

Occup,ationai (craft, trade) committees.
Tkese committees advise the teacher at the class-
room level on instructional matters for a specific
occupation, craft, or trade (e.g.', agricultural me-
chanics, child care, or electronics).

School districts may elect to establi the occu-
pational advisory committee as a WQ
committee of a larger departmental (or program)
advisoricommittee. If so, the occupational advi=
sory subcommittee functions at the discretion of
the larger committee, under the rules ,and proce-
dures of the larger committee. (It is recbmmended
that any departmental committee be organized fol-

lowing the general suggestions outlined in this
module.)

Departmental (program) committeps.T eS4
committees advise the department k'hairpersbn
regarding the coordination of, the occupational of-
ferings in a large department. They may serve
more than one school in the system. In small
school districts, they may serve the same functions
as an occupational committee (e.g., tigriculture,
health, or distributive education).

Vocational education councils,Required' by
the new federal legislation; these councils are
formed to advise the vocatiopal, dirtctor, the
school principal, and/or superintendent on mat-
ters pertaining to the total vocational education"!
program of theschOol system.

Ad hoc committees. These. committees are
organized to accomplish a'specifrc purpose and
are dissolved when the objective hg been ac-
complislled. Ad hoc committees may be soon-

..sored by a school system, or they may be or--
ganized by citizens and haVe no official relation,
ship with the school system.

7

State Level
Vocational education advisory councils also op-

erate at the state and national levels. Two councils
(one at each level) are mandated by federal legisla-
tion, while other councils may be organitd at the
discretion of the states and/or profession I educa-
tion organizatiOns. One or more of the following
committeds/coUncils will be found At the state
level:

Program committees.These committees usu-
ally represent a related cluster of occupations
They advise the state department of education
supervisory staff regarding the .program on a
statewide basis.

State vocational- educ'lon adiliorY coun-
cils:Federal vocational education legislation .

e

..e



manda tes that each state have one of these coun-
cils. Membership is specified.by law to ,represent
various sectors of society, and mernbege* are ap-

.

.v- rnor o the state. F is counci
advises the state board of vocational education
and the state director of vocational education on
policy matters concerning statewide programs.

/
National LeVel

.

Committees that may be found operating at Me
national level include

Progitigi committees.2These committees are
usually organized' by a prpfessidnal vocational
education organization such as the American

II

Functions
. .

To enable an .oc pational advisor committee
to fu.n.Cion properl the relationship of the corn-
mittee to the board f education or the board of
trustees' Must be clearly clefineci.. Any.board- of
education or board of trustee ay identify a
group of citizens from solicit informa-
tion and assistance. When this'group of pager-is is
identified as an q6cupational advisory committee,
and is authorized and appointed .by the board,it
becomtS'a legal committee.

HoWevei, the committee's role' is purely` ad-
visorynot administrative or policy making. The
committee's function isto advise and assist the

,tioard of education of board of trustees on matters
pertaining to the instructional prograrb, not to di-
rect the programAt must always be remembered

4
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cational Association. They are concerned with the
maintenance and extefision of programs on a na-
tional basis, andadvisp the profession throughthe
pro essiona organization.

National advisory cou oil for vocational edu-
cation.:7-This council is andated by federal vo-
cationaladucationlegislation, d is linked to the
state advisory councils for vocational education.
Membership is specified by law to represent spe-
cific segments of society, and members are
pointed by the President of the United States. Th
Qational council advises the President, Congress,
and the U.S. Office of Education regarding voca-
tional education on a nationwi basis.

that the board is the only legal and laWful agent
responsible for policy decisions and administva-
tion of the school system or post-secondary in-_
stitution.

The occupational advisory committee is usually,
a continuing committee, organized'in such a man:
ner that it will continue to operate when' there is a

V
8

change of teachers. Thus, tha' committee is truly a
committee of the school system or institution and
community rather than a"teactier's" committee.

Numerous studies of advisory committees haVe
been conducted. As a result, it has been possible
to identify tke functions and activities of effective
occupationalVvisory committees. The f011owrng
are examples of the functions and activities most
often reported by effective occupational advisory
committees.

Verify the need forinstruction in the occupation
(trade, craft) by-r-

conducting community surveys . ,
making labor market studies'.
identifying current and emerging career op-
portunities in the occupation ,

assessing the employment status of gradu-
ates of the occupational program

Verify the content of the course(s) of study by
reviewing the knowledge, salt, and attitu es
being taught in terms'of the needs of po tial
employers
examining the length of thecourse, the se-
quence in which the content is presented, and
the time distribution within the course
advising about the types of "live-Work" or
production Jobs that have sufficient educa-
tional-value
recommending acceptable, standards of
workmanship

firovide the teacher with technical assistanceby,
intkrpreting new developments in the occu-''.
patron .

'providing opportunities to upgrade the ,
teacher's technical skills and knowledge
through summer employment
serving as, or arranging for, a guest instruc-

. - tor(s)

9:.
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arranging for inservice teacher' training
clinics and/or workshops .

' securing funding frdm outside the school sya,-
tern or institution to assist that teacher Wet%
tending professional and industrial meetings
on the regional and/or national lev'els

obtaining subscriptions, to industrial rriaga-
. zines, and membership inindustnal organiza-

tions - ' 97 4
reviewing program budget reque4s-i
arranging meetings between the teacjier and
representatives of business and industry to
develop cooperative relationships

', assisting with the placement of students for
work experiences ii

helping students Obtain part-time employ-
ment during the school year, and/or summer
employment r

It ,,,
helping students obtain 'employment upon

. graduation
providing prizes and awards for outstanding
students
.obtaining instructional supplies and equip-
ment. . .

'identifying current standards for new equip-
ment
securing charts, models, and other exhibits,
arranging for in-plant visits and' other field
trips

A.e.,

Steps _in Organizitig

/ 9

.,.

Provide service to the school snd community
by-7- . , . t.

Ss

assisting with long-range planning -

4 ...

establishing and/or maintaining a-current li-
brary of visual aids, Magazines, and books
concerning the oatipation
serving as speakers at civic clubs, open
houses, and career days to tell the story of
school-industry cooperation

a providing news releases to industrial maga-
zines or newsletters
providing news releases for th&public media
attending meetings to support vocational
educ lion
parpc ating in radio and televrsion shOws
enq aging secondary students and their
parents to consider the occupational educa-
tion program .by visiting "feeder" schools
assisting with the screening of students ap-
plying for admissidn into the occupational

- program
providing guidance literature to the teacher,
counselors, and students
assisting with the development of adult eve- ,
ning courses, apprent(teship ;programs, and
on-the-job related instruction ,

advising on programs to meet the needs of
4 special students, both secondary students

and adults
evaluating the instructional program

-.,,,,_ Effective occupational advisory committees are
a-result (*carefully planned and implemented or-
ganizational procedu res. A serie6 of basic steps for
organizing an advisory committee has been iden-
tified through 'research. By following these steps,
the teacher is Tost likely to ensure that an effective
occupational advisory committee will be estab-
lished. Although modifications of these steps may

1
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be necessary in a given community,,the basic pro-
, cedures are as follows.

Assess the Present' Situation
A teacher must identify the chain of command in

the school system or institution Don't make the
mistake of bypassing a person in the administra-
tve hierarchy. Also, the procedures to follow when
submitting a request to the board of edUcation
need tlbe determined and adhered tb. .

Talk :with school administrators, teachers,,and
members of the community to discpver the history'
and status of advisory committees 'in the school
system or institution. First, determine the attitudes
of administrators and board members toward ad-,
visory committeeg. If it appears that a favorable
attitude exists., there shduld be little difficulty in
organizing an occupational advisory committee.

. If a negative attitude is identified; move forward
slowly. Donot immediately ask permission to or-
ganize an advisory committee; the answer may be

,.. a firm "no." Itqnay be appropriate to start with an

10
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ihformal consulting committee-,-e group of citi-
" `zens who meet with the teacher tb assess the in-

'structional proOram and rovide assistance' in
t eeping it up to date.

If an occus:pational advisoryconnittee already
exists, find out hoW it was organize and what it.' has accomplished. By so dpipg, you may identify
deficiencies in the Procedures followed when the
committee was originally organized. These de-
ilciencies.may need to be corrected to strengthen
the committee.

If it appears that no occupational (advisory corn-
mittee exists, check withvnembers of the commu-
nity, teachers, and school officials. betetmine if a
Committee has ever beett,in existence: Sometimes
advisory's committees that were not organized
,properly just fade away. If it is determined theta()
inactive advisory committeedoes exist, steps may
be taken to revive the committee, or it may be
dissolv0 and a new committee organized.

0

Determine what other educational advisory
committees sexist in the school, community, and
state. These. committees' may be able to provide
assistance with the organization of the new corn-

* mittee, or the reorganization of a dormant commit-
tee.

11.1s.

b

0

Prepare to Organize the Committee-
Be sure tocinform the administratoe (e.g., princi-

pal, director of occupational education, depart-
ment chairperson,) that consideration is being
given to the. posility of.organizing an occupa-
tional advisory Committee. Don't let th0 adminis-
trator be the last person to know what is happen-.
ing; it could be very embarrasing and detrimental
to your efforts. Of,

Then', prepare a written statement of the ratio-
nale for having the ockcupaltional advisory Commit-

, tee in the school system or institution, and written
statements.describing the purposesrof the pro-
posed occupational advisory committee and the
procedures to be followed in organizinglhe com-
mittee. The tatement of purposes may beowritten
in the form of a charter, and can be designed to
serve as a, roposed resolution whereby the board
Of education or boalp of trustees will authorize the
ettablishment of the, occupational advisory om-
mittee.

4

.

2At this 'point, the teacher and administraps
must decid* whether it would be best to involve a
small roue of i i 4, I The
purpose of involving this type of group should be
tb discuss the ways in which an occupational advi-
sory committee might help improve the vocational
program and relationships between the school
and community. A strategy to be.considered
in forming an' occupational adviSbry committee
should 'be discussed. Hopefully, the meeting will
result in the formation of a small group of people
who will be given the lask,of developing a state-
ment of purposes and a statement describing the
procedures to be used,in oirganizing the advisory
committee.

Obtain Permission to Organize '
The beard of education or board Arirustees is

the administrative upit. whichshould authorize the
organization of an advisory committee. Before
they tee an action such as this, the members will
want fo knoW why an occupational advisory corn-

wnittee should be established; the framework in
which the committee will operate, and "how the
committee will be organized. The statement of the
rationale for having an advisory committee and the
stalement of proCedures for organizing the com-
mittee should have been prepared in order to an-
swer these questions.

The teacher should submit a written request to
the board asking for authorization to organize the
occupational advisory, committee. The request
Should, be submitted through official administra-
tive channels and be accompanied by the state-
ments of rationale, purposes, and organizational
Procedures. The teacher should indicatea Willing-
ness to appear before them to explain the request,
if invited.

Usually, upon the recbmmendation of the ad- -
ministration, the board of education Or board of
trusties, will approve a resolutiOn which estab-
lishes the occupational advisory committee and
the pr2cedures for organizing the comrhittee0f-
ten, tfie ,resolution takes its form from the state- 4-
ment of purposes and becomes the charter under
which the occupational advisory commNee will
operate.

r
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'Statement of Purposes (Ctiarter)
.

,
1 . .

. The statement of purposes, or charter, estab- resolution The statement should address itself to
fishes the legal framework within Which an occu- the anticipated concerns of the board If should
pational advisory committee is authorized to work knoW what action it is being asked10 take, and how
Thisegeneral . . .. this action may affect the boa-rd and the school
statement distract or institution:

L

bshould be
relatively

r
,- The action being requestki is to have the board

short. The
officially authorize the establishmerat of a continu-

details can
ing occupational advisory committee. The board

be clarified
will want to know the proposed,name of 'the advi-

in a state-
sory committee.

.

rbent of or- the board of education or boar4of trustees will
eSnizational

e want assuranciS that the advisory committee will'
frocedures. not trespass upon its domain. The board will need

to have an idea of whet the advisory committee
A.well- 'rri)sy do, and how these functions pay aid me

prepared card, the school, and the pommunity...'
;statement of
purpiAes \ .

Once convinced of the merit's of having an oc-
presentd in willcommittee, the bcupational advisory and

a professional manner will often have a strong usually be willing-to pledge its support owever,
positive influence on tAe attitude of the school most boards also wish to ,reserve'their.nglit to
administrator and -the members of the board of terminate the advisory eomr(fittee At any time .

.

education orboard of trustees A favorable attitude *, t
OThe statement of purposes shold answer, in

toward thepresehtation may enhance the chances
statement

broad terms, the questions and concerns of the
, kir having the statement of purposes approved

and, t us:for obtaining permission to establish an
board of educatiomgr board of trustees. Typically,

.i5ocup tional advisory committee ,

an adequate statement of purpose will be app rox-
. Jmately one page in length. An example of a state-

A board of education or board of trustees will ment of purposes (charter) for an occupational.
often appreciate having the statement of purposes- advisory committee in a secondary school system
written in such a manner.that it coutd be u's0.A a is shown in Sample 1 r

t
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SAMPLE 1

WENT OF PURPOSES (CHARTER)

:,,f3Oard Of Educatitin of , .
r4h.le 4.....th day of 19 authorizes the establishment Of & continying committee

Oign as The . Occupational Advisory Ccimmittee." The committee is to be
anized and operated under procedlures approved by this Board.

. ., N

p:,Board-of Education relerves the righx : to dissolve the occdpertiOnal advisory, .

ni -Mee at any time and et' any reason. .

occupational advisory committee is not to be regarded as.a subStitute for
any other form of citizen participation-in school affairs. It is intendeclidstimulate and supplement

-,ping,types of citizen participation. ''. , - ,
.

>
. , N" r

'The purpose of the occupational advisory committee is to serve as an extension of
the Board of Education by providing advice and assistance to the Board and . teacher.

' The '1,., occupational advisory committee is expected to contribute to the im:
provmment of education provided by the school system by ch functions as

-verifying the need for instruction in the occupation
, --,

---: . verifying the content of the course of study \
providing' theteacher )'NithAechnical assistance\--

, _r
providing service to the teacher and students 4...

`PrOvidingirtervice to the school and community ` >,......
......

.

thnriiingtfieestablishment of the ....,___ occupational advisory committee, The Board
:,;-,OtEdifcation,pykdges complete cooperation in the committee's work. The . occupa:

tional adVisory committee will be expected to operate withig the guidelines set ft:-th.

-Statement of Organizational.Procedurei
.1

,f
Each step in the suggested Procedures 1'er-or-

ganizing art occupational advisory committee is
dedigned to prevent misunderstanding between
the parties involved (e.g., school board memberS
and school administrators, the teacher and school

j4ministrators, the advisory committee members
"-arid the teacher). The board and the school ad-

ministratorS will usually want to know what proce-
dures will be followed in organizing the advisory
committee, and under what rules the advisory
committee will operate. The statement of organiza-
tional procedures can be thought of as a part of a
"constitution," or set of rules, governing the 'or-
ganization and operation of the advisory commit-
tee.

-"le clearly written staterrksiscribing the
rules under which The advisory committee shall be
organized will serve as a base of reference for
years to come. The occupational advisory commit-
tee should be a continuing committee, functioning
as long as the instructional program remains in
operation. As school personnel change, and as

advisory committee members change, this state-
ment will ensure conlinuity,in theoperation of the
advisory committee.

,The statement of organizational pxocedures,
should reflect the anticipated concerns ,of the
board of education or board of trustees and the
school administrators. Most likely, the first con-
cern will focus upon the ,question of membership
on the prOposed advisory committee. The state-

. ment shotild clearly define the rules under which
members will be selected, the types of individuals
who will be nomirrated for, membership, and the
proced4re for appointing and replacing members.

In addition, questions may arise in regard to
financing the committee, the way in which the
committee will9perate, the role of the committee
in making public announcements, the responsibil-
ity of tIte advisory committee in making reports to
the board, and the process whereby the statement
of o.rganietional proceduires may be changed.

13
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Each of these concerns needs to be addressed. of a statement of organizational prbcedut:es fcir an
Sample 2is an example of the format and content advisory committee in a secondary school system

(//

SAMPLE 2-

STATEMENT OF ORGANIZATIONAL PROCEDURES

A. Membership . .

1. The occupational adisory committee shall consist of ' members. Members of
the advjsory committee Shall be selected from the adult populatioh normally served by the
education program, and ex officio members will include a teacher in the education
progr*,.a representative of the school administration, tcrl a student. ,

2. The Members of the corAittee will be reconimended ,the board of education-by a selection.
committee. The board retains the right to disapprove indi*lual nominations by the selection commit-
tee, but it will not appoint an individual who is not recommended by the selection committee.

B. Selection (Nominating) ComFnittee . .'
1. A selection committee shall be named by the board of education for the purpose of recommending

memberS of the occupational advisory Committee to the board.
2. The members of the selection committee will be appointed for a three-year term. The board of

education shall replace a member of the selection committee upon notification of the member's
resignation from the committee. .

. .

' 3. The selection committee shall consist of ______ members who are lay citizens residing in the school
district, and represent the adult population served by the education program. Ex officio
members shall.ba appointed and will include a teacher in the education program, a represen-
tative of-the school administration, and a student in the education program.

4. The potential members recommended by the selection committee shall possess the following charac-
teristics:'

... ,,.
. ..

a. representative of the community ...,.

6. knowledgeable of,the occupation (trade, 'craft)
' ..
.c. Interested in'quality education
d. willing not to exploit their membership in the advisory committee
e. possessing pertain personal Cllaracteristics essential to the success of the committee such as

personal integrity, reponsibiliV, maturity of thought and action, and tolerance of varying points of

view . - 'r'it
5. The selection Committee will secure a list of nominees by contacting persons in all Parts of the school

disthct and asking for nominations. The-members of the selection committee shall be eligible for
nomination. ,

6. A group of persons shall be nominated ,who are representa of the school` district. Factors to be

considered in the selection of nominees shall inclUde, but n be limited to
a. representation of different age groups ..

b: geographical distribution in the school district r. ,.

c. repretentation of varying levels of educational attainm nt
d. representation of varying civic and community organizations ' ..
e. representation-of persons who have participated in the education prograth or Ores-

ently have childrenin the program
. f. representation of minority groups and both sexes ,

i.

7. No person is to be recommended or barred from membership because of affiliation with any organiza-
tion qr institution. Neifher will a person be recommended or barred from membership solely 09 the
basis aethnic originTrace, religious affiliation, or ex.

8. The selection committee shall nominate the number of persons needed plus two alternates, and will
bmit its Nominations to thepoard of education. If the board of education should choose to reject a
irminee, they may choose a substitute(s) from the alternates.

The most successful advisory committees generally have from seven to nine members A smaller committee may result in having so few members
present at a meeting that the meeting will be ineffective If th6committee is too largetbecome6unwieldy and it will be difficult to accompl sh anything

I
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O:,Terrnio1Membersh Ip
1 The oilginal members of the

40rs.The terms of the original members will be determined by lot. One-third of the members will Serve
for one additional year; one-third will serve for two additional years;and one-third will serve for three
adØitional

occupaticinal dvisory committee will frve fop at least two
ii

yearsi.

.ersoni appointed to complete an ,urtexplred term of less than,two years shall dontinue on The. ,
`,,COrpoilgas for an' additional full three-year tertn .` .

,. ,A member will serve one term, and is ineligible for reappointment until one year hasetapsed following '.
ttii'expiratiOn of that term.

ir .
. ."

c
.'"tiCit(Ya ,

.

',The fiscal year of the . ,occupational advisory ceomittee'shall be from September 1 of,,s'
=c eSch year through August 31 of the following year. . . . _

-;:gFinancee . ,
ltr ThebOard of education shalt providefor the proper and effective functioning of the advisory commi

1.4/ffhl e limit; of the board's resources. .

M t2i. ling facilities, secretarial services for duplication ot minutes of meetings and other official,
m

,
cations, mailing expenses, and other related services shall be consideredessential for the pr

fu nctioning of the advisory committee. , .;,i'''
3. A proposed ennui! .budget request will be sub

education for review and acceptance ,by the bo
4..AII financial activities sAsociated with the fun ctio ni hg the advisory committee shalt be in acc

with the-policies of the board of education and schoo 'strict.

tted by the advisory committee to the board of '

per

F. Rules of Operation +,.

1. The' occupttional adyisory committee wilitrrep
year of its organization. The guidelines will be stibrril to

'4 .approval."

e a set of operating guidelines

rdance

'thin 04°
e board of education fo,r view nd

2. Problems may be submitted to the occupationel,t visorymrnitteeby, e bo d cif
education, -and by any citizen or groupAri the community subjec 0 the limitations i the original
resolution of the board oteducation app'roving the formation of the a visory committee he advisory

.* committee shall determine which problems it shall study.

G. Fkrblic Announcements
1. Advisory committeemembeys are free to discuss school policies with any tizen of
,-. Members shall not report ofainions expressed or standstaken by other committee m

ings, nor shall they report official actions of the advisory committee or board of edu
. _ actions are cleared -by the board of education. . .
---'''' 2. The . . )--- occupational advisory committee shall observe all aspects of rep

know laws. . s- .
H. Loss of Membership

Any memb

e community.
mbers in meet-
ation until such

ropriate right-to-

er of the occuptdional advisory committee who is absent fro three consecutive
regularly scheduled meetings without good reason will be considered to have resign d fromthe advisocy
committee, and the advisory committee Will notifyIhe hoard of education in wrltin

Reports to the Board OfEducatiori-
Each member Of the board of education shall be
each meeting of the adisory committee. .

These organizational guidelines may be abended
board of education will inform the
changes approved by,,the board. Notification iilI

or otherwise providecfe py of the minutes of

by_theboard Of education at an time it so desire's. The
occupational adie_o_51 Cor1 ttee in writing of ,any

occur within thirty days of th' board action.

15.
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Notification of Appointment

BUSINESS &
INDUSTRY

The teacher should provide leadership to ensure tion for ap-
that members of the advisory committee are prove).
properly notified of their appointment. The state-
ment of procedes for organizing the advisory

The letter

committee, approved by the board of eduCation or
of appoi nt-
ment will

boatd of trustees, spells &it the procedure to be influence
followed in appointing members. of the advisory ' each advi-
committee. sory com-'

After the board has officially appointed the mittee ,

members and ex officio members of the commit- member's at-,
tee, these individuals should be notified in writing titude. The
of their appointment. An official letter of appoint- letter should
ment should be sent to each individual:- over the be written in
signature of a representative of the school (e.g., a profeS-
chairperson of the board of education or board of sional man -
trustees; director or dean \of occupatiOnal ner and con-
cation, superintendent, or principal). The teacher vey the message that the board views this commit-
may wish to prepare a sugge\ted letter of ap- tee as important to the maintenance and extension
pointment and submit it to the sdhool ariministra- of quality programs of education Each advisory

1%.
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,

commtittee Member shoUld be made to feel impor-
tant and shOuldjpe encouraged to actively partici-
pate in the cortiittea functions.

The letter:usually identifies how the term of
office of the newly formed advisory committee will
be determined. A paragraph describing the impor-*,
tance of the committee, including a plea for each
member's active participation, may be included.,A

SAMPLE 3

TIER OF A?POINTMENT

brief description of the steps to be followed in
organizing the committee, and how the members
will be notified of the time, place; and date of the
first meeting should also be included.

A sample letter of appointment for an advisory
committee in a secondary school system is pro-
vided in Sample 3.

Oear

The Board ofEducation of School Diitrict is pleased tcpinform
. , yo of your appoiritment to the school's Occupational Advisory,

. Com ittee. We wish to thank you for your willingness to serve t5ri this comMit-
tee.

4 The ultim to
tto maintaiN
nity who c

_ participation i
community a be

objective of the Occupational Advisory Committee
d improve the educational opportunities for., all in the cartimu:

t from the educational programs. Your activa attendance and
orr'mittee's work will be influential ItilielPing to Make our

ce in which to work and live.,

who are contributing oil efforts, find there is in-
,

pits all the tasks that are necessary in our dynamic and
with us

- We, as board me
sufficient time to acco
progressive school system. ThUs we ask you to share your valuable timi
to offer advice and assistance as an advisory committee member' to help sin
that high quality eccupationaLeducation is available to our community.

ShortQ, you will be notified 4 about the time, place, date, and
aagenda for the first meeting of the committee. This meeting will help you better
understand the .role and function of the committee, and your potential contribu-
tions to the committee. You will have an opportunity to meet other members of

,,1; the committee, school administration, artd the instructional staff. At this first
meeting, identification of the areas in which tigircbriimittee may wish to begin
work will be discussed.

- Thank yoti again for your interest in your schoOL

Sincerely yours,

[Signed* a ryfresentative of
the board of education or
school administration]

17
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News Media Release

The appointment of the members and ex officio
members tb the occupational advisory committee
provides the basis for an important news release.
The school ad miciistrationmay wish to inform the
communitY\about the purposes of the advisory
committee, and to give recognition to the newly
appointed members. The teacher can assume
leacprship for this public relations activity by draft-
ing a news releaSe and submitting it to the admin-
istration for approval and subsequent release to
the news
media. Ohe
caution: the
advisory
committee
members
should be "
notified of
their ap-
pointment,
priorto, re-
leasing the
news article.
They should
not first learn
of their ap-
.pointrpent through the news

(

media.

It is essentialthethe news release be prepared
in a professional manner. The release srbuld con-
tain the following information.

the name of the president of the board of
education or the administrator announcing
the appointthent
the name of the school or administrative unit
making the appointment
the name of the occupational advisory.Com-
mittee
the name of the members and ex officio mem-
bers, with their titles or professionalcpositions
a brief description of the role of the advisory
committee

Sample 4 is an example of a news,release concern-
,ing an advisory committee in a secondary school
system.

The news media may desire to have a repres6n-
tative attend one cSr more meetings of the advigory
committee. The' teacher should check with the
school administration to determine school policy
regarding appli6able right-to-know (';Sunshine ")
laws.

k

18

17

C

.



,

4
e

SAMPLE 4
'..

S RELEASE

.

J

, ..

OCCUPATIONAL ADVISORY
COMMITTEE FORMED

3

- Or. John Jones, president of the Sigma School Board of Education, an
flounced the formation of an Occupational Advisory Committee.,

...-,
Mr. Jones said, "The Major objective of this advisory committee is to maintain
antlimprove the education program ino our school district. We wish to
ensure that high quality educational opportunities will be available to all mem-
bers in the community who can benefit from education."

The members of the occupational advisory committee ire: [List
names, and titles if appropriate.] ,

Thejsdyisory committee will proVide the Board of Education with advice and
assistance on rflatters pertainingto the instructional program.

Com ee merhbers will work closely with the teache 'r,
Mr./Ms -, to help ensure that the course offerings are relevant to the
needs of b th the students and the community. Through the committee mem-
bers, all citizens of the district will have an additional communications link with
the schoot

.--
-[Information,uniiie to the local situation may be included here.] k.

( Optional
Activity 1

iOptional
% Activity'

%I.

t
4 ,

For further information on organizing an occupational advisory Commit-
tee, you may wish to read Burt, Industry and Vocational-Technical Educa-
tion, pp. 35-51, which discusses the benefits and functions of the advisory
committee; and/or The Advisory Committee and Vocational Eduction, pp.'
5-46, which discusses the tykes of committees, and the steps and proce-
dures in organizing an advisory committee; and/or Riendeau, Advisory
Committees for Occupational Education: A Guide to Organization 'and
Operation, which discusses the steps in organizing and opergting advisory
committees. ,

You may wish to arrange through your resource person to interview a
vtional teacher, administrator, and/or advisory committee member to
drnuss .the organizing of an occupational advisory committee. At this
meeting, you could

( )

discuss the functions and benefits of an occupational advisory corn:
mittee in your occupational specialty or service area
examine and discuss written rationales and/or statements of pur-
poses and procedureS for committees with which these people are or
have been associated
discyss the procedures followed in organizing the committees with
whiCh these people are or have been associated

:18 19
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The following items check your comprehension of the matetrial in the
information sheet, Organizing an.Occupational Advisory Committee, pp.
6-18. Each of the four questions requires a short essay-type, response.

Please respond fully, but briefly. .

S LF -CHECK

4

ou are interviewing for a job as a vocational teacher at Westerfield High School, Ms. Sharp, the

- s perintendent of schools, asks you, "What are your reasons for wanting to organize an occupational

a yisory committee?" What is yOur answer?

I

2. Your i terview was asuccess; you were hired. by the Westerfield Board of Education. Now, as a new
vocational teacher, you have been given the blessings of the board and the schootadministration to
organ e an occupational advisory committee. You have been a to discuss your plans for
organ! ing the advisory committee with jour departmetCchairper n. How will you go about
organi ing the first advisoiy committee in your occupatibinal specia y Or service area?

20
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, 3. Mr. Jim Fuller, your department chairperson, seriously questions the need for having a written
statement of the purposes (charter) for the occupational advisory committee. He also doubts that,
there is a need for a written statement of organizatiojnal procedures. What are major points you would
present to Mr. Fuller to convince him that both kitten statements are needed?

. /
4. Lluring a meeting of the state vocational association, a teacher from Lee High Sbhool congratulated

you for beirf6 able to convince your board of education to allow you to organize an occupatiOnd
advisory committee. The teacher said Lee's boarcrof education did not want any teacher to ha an
advisory committee becguse the members feel Webers use advisory committees s pressure ps
to get what they., want. What is wrong with ,this concept of an occupational advisory cOm. ?

14-
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'Compare your written respOns'es on theSelf:Check With the Modbi An-
. swers given below. Yaar responses need not exactly duplicate the model

responses; taw, you should have coved thesame major points.

l',, , ) - 4

MODEL ANSWERS
*1_) An occupational` advisory committee is. espe-

cially important to anew teacher. The advisory
corrimittee can provide you with technical as-
sistance and service. During the firsttiear on the

job, the advisory comffiittee'carr help You be
come acquainted with the community and key
business leaders.

As a new teacher, the advisory committee will
be able to assist you in reviewing the need for

' your occupational instructional program and
the content of the course to ensure that ihstruc-
tion.is relevantand the standards of student
performance are acceptable.

Once the advisory committee becomes estab-
lished and gains experience, it will be able to
provide servicesto the school, community, and
stigle/its:'You may wish to give examples of the
types of services that could be provided.

The advisor!), committee will provide impr67ed
communications between the school and the
community. The board of education will be able
to make intelligent decisions to ensure that

'relevant and effective occuPattonal instruction
will continue to be offered, based upon infor-
mation provided by the advisory committee.

2. 'Y Our answer should reflect the following steps
to be followed in organiling the occupational
advisory committee.
The present situation_ needs to be Issasea.
You' will need to know the proper chain of
cogner to ollow when s,ubmitting requests,
or r orts to e board of education. In this

. situation, you lready have approval to or-
ganize an occupational advisory committee.
But, you will need to determine whatadyisory
committees now exist in the school /system
and therelationships of these committees to
the proposed ocEupational advisory commit-
tee. .

Prepafations need to be made to ens4e that
the advisory committee will be an official arm
of the board of educatLon. A written rationale
(reasons) for having-the advisory committee, a'
statement of purposes or charter, and 'a

statement
Iof organizational procedures will

need to be developed. o,

Official permission to-`organize the occupa- '
.tional advisory committee needs to be ob-
tained from the board of eduction. The state-.
m,ants prepared' as part of the previous step
above shbuld be formally transmitted to the
board of education for consideration and ap-
proval.
Once the board.of education authorizes the
organization't of the occupational advisory
committee, members will be nominated ac-
pbrding to :the procedures outlined in the
statemeMof organizational procedures.

3. The statement of pUrposes (charter) and the
-statement of organizational procedures are
needed to -eliminate misunderstandings be--\
tweeri the board of education and the ocbupa-
tional advisory committee. The statement of

`purposes establishes the advisory committee
as a legal arm of the board of education and
defines the' general framework within which the
the advisory committee will operate.

Ce

The statement, of organizational procedures
outlines thp set of rules governing the organiza-
tion tid operation of the advisosy committee.,
They re the rules that assure the board of edu-

. catipn that the advisory.committee will operate
in accordince with the policies of the board, in
an advisory caPacitx to the board. They also
help toensurb continuity in the Operation of the
adyisory committee from year to year.

4. The teacher (and board),apparently do not un-
derstand that a property organizeti occupa-
ti nal achlisory committee is not'a "teacher's"

mittee. Of course, the advisory committee
II provide 'service and assistance to the .

teacher, sled often adVise the teacher regarding
the instructional progism, But, the advisory
committee,is an arm of the board of education
and is responskte to the board of education,
not to the teadher. Titrelationship is exem-

, 'plified by the fact that t teacher is an ex officio
member of the advisory committee.

I



A
LEVEL OF PERFORMANCE: Your completed Self - Check should have-eswered the same major points as
the model responses. If you missed some points or have questions about any additional points you
made, review the material in the infOrmation sheet, Organizing an Occupational Advisory Committee,

6-18, or-check with your resource person if necessary.
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Learning Experidhce II
OVERVIEW,

Given Several case studies involving typical vocationftfogram settings;
assesieach situation and indicate the steps which sMuld be'taken in
organizing or reorganizing. an occupational advisory cormnittee.

NOTE: The next two items irivolve assessing dnd planning in writing for
three case'study situations. If you prefer, you may work with peers in
discussing and planning for the case study situations.

r,you will be reading the Case Studies, pp. 24-26, assessingetch specific
`4 situation, and indicating the steps -to-be taken in organizing or reorganiz-

advisorycommittee in each situation.

You will be evaluating your compdtency in determining steps to bq taken in-
organizing or reorgani6ng an advisory committee by comparing your,
completed responses with the Model Answers, pp. 2728.

i,;?.

I
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Activity

2

NOTE: The following activities involve assessing and planning In writing,
forthree case study situations. If you prefer, you may work with peers in
diacusping and planning for the situations described.

The following Case Studies involve three different, but typical, situations,
any one of which a teacher may face when organizing or reorganizing an
occupational advisory committee. Earth of the case studies is followed by
some key questions relative to assessing and planning for that particular
Situation. Read each of the case studies, and then answer, in the space-
provided, the 4Oestions which follow' it. 4

CASE STUDIES
Case Study 1i;

Ridgewood -High School is located in a Marion Marshal hits accepted.a position in the
medium-sized city and offers a comprehensive vocational editcation department gt Ridgellood
program of vocational education. There are no High School, and will be responsible for one f the
school-sponsored advisory committees operating occupational programs in the department. Marion,
in the-school system,The last advisory committee is not familiar with the community or the people in
was disbanded three years ago when a new high the community, The previous teacher has retired
school principal was hirad. Prior to that time, sev- and now lives in another state. The upgrading of
eral school-sponsored advisor)- committees had the occupational program has been identified by
been established and were operating. The minutes Marioh as a priority for the first year. Marion in-
of the board of education indicate that a number of, tends to establish an occupational advisory corn-
confrontations involving the advisory committee mittee to help .evaluate the program' and make
and theboard had occurred. However, the chair- recommendations for change.'
person of the vocational education department

. encourages teachers Jo w9rk closely with indi-
vtduat businesspersons in the community.

4

If you were Madon,what general attitude would you expect the members of thisboard of education:,
to posSessnlgarding occupational advisory committees? What reaction would you expect Marion ,

tO receive from, the high 'school principal if, upon arrival at Ridgewood High School, asrequest to
,organize an occupational advisory committee was made? Based upon the response you anticipate
Marionwould receive from the high school principal and the boafd of education, what stepsshould.
Marion take to establish an occupational advisory committee?

tor

p
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Case Study 2:
Stern CommunitpCollege is located in a large

city and offers a wide selection of occupational
programs. Several instructors 'Nye advisory
committees which aesist with/curriculum review,
acquisition of equipment, , and placement of
graduates. The minutes of the board of.trustees do
not indicate the presence of an official policy re-
gardinggarding the establishment of advisory committees.
The minutes'-itto indicate that the 'beard ap-
preciates the contributions that citizens rfave
made through the occupational edvisory commit-
tees.

Lee LesI4 has accepted a position as an instruc-,-
tor for one occupational program at Stern Corn-

.:

a

munity College. The directs5r of occupational edu-
cation has informed' Lee that three years ago the
former teacher bad received permission to estab-
lish an-advisory committee. However, Lee cannot
find anYilcords pertaining to the establishment or
organization of the advisory committee No rec'-
ords of who was appointed to the committee, or of
,committee meetings, can be found. Lee has talked
with' other teachers ind'with several citizens, and
found that no one really remembers who waes.on
the advisory committee. Lee has attempted,to conI

'tact the former teacher, but has had no response.
Lee desires to have an operating occupational ad-
visory committee, °-

4, , '- :, '. ..,
4 - ' -*-._,,, , .,77:-.1., ..

at generatettitude would you expect the inetiVerS-30 Loeb. board,of trustees to haveragsrding
Xoupational advisory committees?4,ee has to,detide whether to reorganize an existing adirisory

rfOittee,'or- dissolve the cons and start Which ClOcialop would you reociamie d' -:--.
.-"Ita,lf,a,,;and why? Based upon Le p's flecision to bitlier reorganize or dissolve the iitif ng

Eitiigkpommitteowhat,Steps doyou think Lee 001,46..to organize an aelinaoryait'nmi ad, ,
$.Viiitilit#0,:.eneute its active dontinaatit)nr .4- -srs,- :,- 4- . -.. i . ,..,

,.V '... ,:,;' -.:,....' :','. ' - Y - ,, ' e
r....*

, . 7
.. ;

F

,
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Case Study 3:
Fair* Id High School is a small school located in

a rural area. The high school offers only two voca-
tional Orograms and employs one teacher in each
program. The board of education has appointed
one occupational advisory committee, and the
minutes of the board show that the committee has
made several recommendations which were ac-
cepted and implemented in the school. The board
minutes indicate a second occupational advisory
group has been working with one of the teachers
on an informal basis.

Merle Mansjie Id has been employed as the vOca-
tional teacher for one occupational area at Fair-

field High School. Merle hag learned that an infor-
mal occupational advisory committee had been
working with the previous teacher. There is a good
record of the activities of this aaisory group, and a
list of members is on file in the teacher's office.
While the records indicate the committee has been
active, thecninutesof the group's meetings identify
a concern that the board of education has not
requested recommendations from the group.

14,,Merle Mansfield is eager to maintain the existing
advisory group, and to strengthen the linkage be-
tween the group and the board of education.

A

;,--,riist should Mitlerthippot,ths,attitude7orthOlmOmbepriMitivai:dOfedutatlop to be regarding.
-,zoocqp,ffttortat acivisOlY 'anitnittees? to strengthen the Ilttkege.,

twpen the existing occogetkinal advisory co1am f ee ariddtlte`,- b'oarq of education?

0
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Compare your completed written responses to the Case Studies with the
,Model Answers given below Your responses need not exactly duplicate
the model responses, however, you should have covered the same major
points.

MODEL ANSWERS
Case Study 1:
The attitude of the members of the board of educa-
tion toward establishing an occupational advisory
committee would likely be negative. The board has
had some bad experiences when it comes to work-
ing with advisory committees.

The high school principal would most likely say,
"no," to any request for permission to establish
an occupational advisory committee The record
shows that no advisory committees have been es-
tablished during the three years the principal has
been dgewood High School

Marion
an oc
Mario
but qua

Id not ask fo
advisori

ceive

-.

pat -

"Iksks n

I d "yes
nompossible, to esta. fish an advisory committee
at Ridgewood High School because of the past
conflicts with the board of education.

If Marion wishes to organize an occupational advi-
-sory committee, the requeset should be poStponed.
Ais not lost, however.4vlarion should consider
wars, in which the attitude of the members of the
boardOf education and principal may be changed,
so there.will be support for organizing an advisory
committee.

Perhaps after Marion beoomes better known in the
school and community, and is able to explain to
pepple the reasons for having an advisory ommit-
tee as well as how a committee would be or anized,
and operated, the attitudinal barrier migh be low-
ered. Onething Marion could do-daring the first
year is talk, on an informal basis, with individual
members of the board of education and school.
administration to determine why they are not in
favor of having a school-sponsored citizen's advi-
sory committee. Marion should be careful jbout
coming on too strong at this time. The changing of
attitudes may take several months, or even several
years.

ermission to organize
committee at th is time. If
a "no," or even a polite
e," it will be difficult, if

Since the department chairperson encourages
teachers to work closely with representatives of
business and industry on an individual basis, Mar-
ion should be able ,to obtain help frorn these

people during the first year on an informal basis
Marion may have to use this technique in lieu of a
more formal advisory committee for quite some
time.

Case Study 2:
The members of the board of trustees would likely
support the establishment and operation of an oc-
cupational ad iso ry committee. There are advisory,
committees operation, helping teachers main-
tain an prove their instructional programs.
However, Lee should anticipate that the board
members will lack an understanding of the sug-
gested procedures for organizing and operating
an advisory committee.

Lee probably should ask the college administra-
tion and board for permission to dissolve any exist-
ing advisory committee for the occupational area

'No members of an existing committee can be iden-
tified, and there is no indication that a committee
did, in fact, ever meet.

Regardless of whether the decision was to reor-
ganize or to dissolve an existing occupational.ad-
visory committee, Lee should follow the suggested
procedures for organizing and operating an advi-
sory committee. If the decision was to reorganize
an existing committee, Lee would likely use sev-
eral citizens, who "remembered something: about
the existing committee, as members of an informal
ad hoc_committee to discuss the need for an occu-
pational advisory committee. A representative
from the adminislration should be part of this ad
hoc committee.

Lee should outline the need for developing a
statement of purposed (charter) and a statement of
organizational procedures for board of trustees'
approval, ,to ensulle the advisory committee will
become .active and. will functi n on a continuing
basis-Lee should then assist t e ad hoc committee
in carrying out tpe recom nded stepsifor or-
ganizing arid operating an a vsommittee.

Should Lee decide to dissolve the existing com-

28
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mittee, it wound be appropriate to ask the board to
note this action in the board minutes. Then, Lee
should follow the suggested procedures for or-
ganizing and operating an occupational advisory
committee.

.."" ...-

Case Study 3:
The board of education and schpol administratio
can be expected to look favorably upon the e
lishment and operation of an occupation advi-
sory committee. One formal schookspons red ad-
visory committee is functiorfing aff irt Id High
School/end the minutes oythe board of cation

indicate there is effective communication between
the bOard and he committee.

Merle should t ke the necessary steps-to have the
occupationac, dvrsory group "chartered" as a
schocisponso ed committee b
cater. A set if organizational

ned to ens re the continuati o
tee should be ubmitted to the board of
for approval. he existing advisory group
be involved in developing the charter and th
ganizational rocedures. This formal
tween the bo rd and committee should result in
improved co munication.

the board Of edu-
ocedures de-

on commit-
ucation

ould
r-

-

Zt

LEVEL OF PERFORMANCE: Your completed respon es should hay
the model responses. If you missed some points of have questio
made, review the material in the information she Organizing an
pp. 6-18, or check With your resource person if necessary.

. 2.3
28

Covered the'same major points as
s about any additional points you
ccupational Advisory Committee,
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'Learning Experience III
FINAL EXPERIENCE

. a ,

,. :- A

While working in an aCtual *school situation,* organize an occupational
gdvisory. committee. ,. .

- -'

v.

As you fulfill your teaching dirties, organize (or reorganize) an occupa-
tional advisory committee. This will include; J- . .

assessing the sdhoOl's past experiencei with advitOiy committees
determining whether an advisory committee already exists for your
occupational atea and, if one does exist,determitlits status (e.g., is
it operational?) . ., . .

developing a written plan-Outlining the organizational steps you plan
to take to establish a committee or to revitalize *(reorganize) an exist-
ing committee ,
submitting this plan to your resource person tot his/her review before
you take any further steps '" ,.. '.. 1 - ,

t.

obtaining permission from Ihe appropriate schootrdministrators (a).
toOrganize an occupational advisory committee, o (b) if a committee

.aireedylocists; to determine and assess _the procedures followed in . . ,

--'1--organizing the co mmittee aild, irnecessary, to reorgahiiethe commit-
tee to correct ariy deficienbies 0.

, ,

organizing (or reorganizing) thetocoupational advisory committee

NOtECDue-to the natir re of this experience, yod will needto have access to
an actual school,,iitu_ationoveren extended period of time.

...

As you complete each of the above activities, documentyou'r'aCtiOns (in.-writing,,on tape, through a log) for" ssessment purposes.

r. f

For a definition of "actual school situation.' see the inside back cover

O
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TEACH R PERFORMANCE ASSESSMENT FORM
Org iz n OcCupat6nal Advisory Committee (A-4)

Directions: Indicate the level of the teacher's accomplis,hment by placing

an X in the appropriate box'under the LEVEL OF PERFORMANCE heading.
If, because of special circumstances, a performance component was not
applicable, or impossible to execute, place An X in the N/A box. NOTE:
Before completing the fortn, chpck the box(es) beside the bold-faced
stem(s) below which most dlosell describe the activities completed by the

teacher.

In organizing an occupational advisory committee, the
teacher:

in assessing the procedureS followed in organizing an
existing committee, the teacher identified any
deficiencies by determining whether the organizer
had:
in reorganizing an existing committee, the teacher:

Name

Date

'Resource Person

LEVEL OF PERFORMANCE

0
o

. 4.

1. identified the chain of command in the school system or El cinstitution v 0 1=1 ,]
2. determined the procedures to'be followed when submit-

ting a request to the board of education or trustees ... c] E] 0 GI Ei E]

3. talked wittl schooradministrators, teachers, and mem-

. of advisory committees in the,school or institution . r-.*.
be's of the community to discover the history and status n, El fl ,-,--d.n

4: determined what other educational advisory committees
exist in the school, community, and state

5. informed the administrator (e.g., dean, principal, de-
partment chairperson) tha,t organizing an adVisdry corn-

ttee was being considered

6. prepared f! written statement of the rationale for having
the advisory committee

7. prepared or assisted in the preparation of a written
staWment of purposes (charter) which meets the follow-
ing criteria:
a. the statement is clear and concise El
b. the statement gives the name of the committee El

c. theCetatement.includes assurances that the commit-
tee will 'not trespass on the board's domain

D C El

C] 6;D
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d. the statement defines the purpo\e and function of the
'committee

8. prepared or assisted in Tie preparation of a statement of
organizational proceduke which meets the following

.criteria: ,

a. the statement is clearly written

, b. the statement defines the rules under which members
will be selected, the types of individuals who, will be
nominated, the size of the committee, and the 'proce-
dure for,appointing. and replacing members

C. the statement defines the fiscal-year of the committee

d. the statement indicates how the committee will be
financed

e. the statement defines how the rules of operation of
the committee will be established

f. the statement defines the role of the committee in
making public announcements

C6
the statement defines the responsibility of the com-
mittee in making reports to the board of or
board of trustees

h. the statement defines the process whereby the or-
ganizational procedures may be changed

9. obtained permission to organize the committee:
a. submitted, through proper channels, .a 'written re-

quest to the school board

b. attached the statement Of rationale, purposes, and
organiiational pro ure's"to the request ... .

10. prepared a suggested letter of appointment and suf)mit-
ted it, through proper chan nels,,to The schdol administra-
tion for approval'

g.

0

e"
0 00

krte

11. drafted a news release and submitted it, through proper
channels, to the administration for approval

, 12. made certain that the committee members were officially
notified of their appointment prior lo releasing the news
article

El Li

LEV L OF PERFORMANCE: All items must receive NiA, GOOD, or EXCELLENT responses. If any item
eives a NONE, POOR, or FAIR response, the teacher and resource person should meet to determine

what additional activities the teacher needs to complete in order to reach competency in the weak
area(s).

33
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ABOU USING THE CENTER'PBtE
MODULES

Organization
Each module is d si§ned to help you gain competency

. in a particular skil area considered important to teach.-
ing success. A mo s ule is made up of a series of learning
experiences, port) providing backgro,und information,
some providing pr ctice experiences, and others com-
bining these two f nctions. Completing these experi -.
ences should enab you to achieve the terminalobjeC--
tive in the final learn ng experience. The final experience
jxeach module alw ys requires you to demonstrate the

* skill in an actual sch s of sifflation when you are an intern,
a student teacher: o an inseryfce teacher.

Procedures

, TerxninOlogy
Actual School Situation .. refers to a situation in
which you are actually working with, and responsible

'for, secondary or post-secondary vocational students in
a real school.' An intern, a .student teacher, or an in-
service teacher would be flinctioning in an actual school
situation. If you do not have access to an actual schdol
situation when you are takingrthe module, you can com-
plete the module up to the final learning experience You
would then do the final learning experience later; i e ,
when you have access to an actual school situation
Alternate Activity or Feedback fers to an item or
feedback device which, may sub titute for required
items which, due to special circu stances, you are un-
able to complete.
Occupational Specialty ... refers to a Specific .area of
preparation within a vocational service area (e.g., the
seryice area Trade and,Industrial Education includes
occupational specialties such as automobile me-
chanics, welding, and electricity).
Optional Activity or FeedbaCk .. refers to an item
which is not required, but which is designed to supple-
meht and enrich the required items'in a learning experi-
ence.
Resource Person . refers to the person in charge of
your educational program; the professor, instructor,
administrator, supervisor, or cooperating/supervising/
classroom teacher who, is guiding you in taking this
module. '.
Student ... refers to the person who is enrolled and
receiving instruction in a secondary or post-secondary

4°'

educational institution.
Vocational Service Area . . . refers to a major vocational
field. agricultural education, thisiness and office educa-
tion, distributive ,education, health occupations seduce-
tion, home economics education, industrial arts edu-
cation, technical education, or trade and industrial edu-

Modules are designee to allow you to individualize yotir
teachereducation pro ram. You need to take only those
modulescovering skil s which you do not already pos-
sess. Similarly, you ne d not complete any learning ex-
perience within a mod le if you already have the skill
needed to complete it Therefore, before taking any
module, you should car fully review (1) the Introduction,
(2) the Objectives listed n p 4, (3) the Ovecviews pre-

*ceding each Jearningex enence, and (4),,,th:k. Final Ex-
perience. After comparin your present needS'and com-

tion you have read in these
dy to make one of the follow-

petengies with the inform
sections, you should be re
ing decisions

that you do' not have t
and should complete t
that you are .competent
abling objectives leadin

Vitylpnce, and thus can
penence(e)

that you are already. com
ready to complete the final
order to "test out"
that the module is inapprop
this time

e competencies indicated,
e entire module
in one or more of the'en-

to the final learning ex-
mit that (those) learning

etent i 1 this area, and
ng experience in

iateto your needs at

When you are ready to take the fina I

and have access to an actual schb
necessary arrangements with your
you do not complete the final expe
meet with your resource person an
peat the expenentmr (2) complete
sections of the rlitiNle or -other
suggested by your (6,-sOdrce person bef
'repeat the final experience.
Options for recycling are also_available
learning experiences preceding the fin -I experience
Arfy time you do not meet the minimum I vel of, perfor-
mance required, tq meet an objective, yo and your re-'
source person may meet to select activiti- tp help you,,
reach competency This could involve (1 completing
parts of the, mo e previously skipped; () repeating-
activities, (3) re ding Supplementary resou es or com-
pleting additio al activities suggested by t e resource
person; () des ning your own learnineex rience; or
(5) completing me other activity suggeste by you or
your resource p son.

earning experience cation.
situation, make the You or the Teacher , .. refers to the person who is tak-
esource person. If ing. the module.
'ence successfully,

arrange (1) to re-
review) previous
elated activities

re attempting to

in each of the

.34

Levels Of Performance for Final Assessment

-N/A ... The criterion was not met because it was not
applicable to the situation. A

None ... No attempt was made to meet the criterion,
although it was relevant.
Poor ... The teacher is unable to perform this skiIitor
has only very limited ability to perform it
Fair .. The teacher is unable to perform this skill in an
acceptable manner, but-has some ability to perform it
Good .. The teacher is able to perform this skill in an
effectiveLmanner. s
Excellent ... The teacher is able to perform this skill in al
vet/ effective manner.

/
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(Titles of the Cent4es
Performance-BasedTeachr Education

-
ealepory A: Program Planning, Dwelt:Pm*, and Evaluation

Prepare for a Community Survey
Conduct a Community Survey
Report the Findings of a Community Survey
Organize an Ogcupational Advisory Committee
Maintain an Occupational Advisory Committee
Develop Program Goals and Objectives
Conduct an Occupational Analysis
Develop a Course of Study
DeVelop Long-Range Program Plans
Conduct a Student Follow-Up Study
Evaluate Your VOcational Program

A-1
A-2
A-3
A-4
A-5,
A-6
A-7
A-8
A-9
A-10
A111

'Category-I: InetructictOal Planning
B-1 ..Determine s and Interests of Students

' B-2 ?Develop Studen rformance Objeclives
8-3 Develop ailnit of-1 ruction

184-4 Develop a Lesson Plan .....

B-5 Select Student Instructional Materials
B-6 Prepare Teacher -Made Instructional Materials

Category C: Instructional Execution
C-1 Direct Field Trips
C-2 Conduct Group Discussions, Panel Discussions, and

, Symposiums
Employ Brainstorming, Byzz Group;, and Question Box

Techniques
Direct Students in Instructing Other Students

C-5 Employ Simulation Techniques
C-6 Guide Student Study

,

C-7 Direct Student Laboratory Expenence
C-8 Direct Students in Applying Problem-Solving Techniques
C-9 Employ the Project Method
C-10 Introduce a Lesson
C-11 Sarnmarize a Lesson
C-12 Employ Oral Questioning Techniques
C-13 Employ Reinforcement Techniques
C-14 Provide Instruction for Slower and M re Capable Leamers
C-15 Present an Illustrated Talk t:
C-16 Demonstrate a Manipulative Skill
C-17 Demonstrate a Concept or Principle
C-18 Individualize Instruction
C-19 Employ the Team Teaching Approach
C-20 Use Subject Matter Experts to Present Information
C-21 Prepare Bulletin Boards and Exhibits
C-22 Present Information with Models. Real Objects, and Flannel

Boards
Present Information witROverhead and Opaque Materials
Present Information with Filmstrips and Slides
Present Information with Films
Present Information with Audio Recordings
Present Information with Televised and Videotaped Materials
Employ Programmed Instruction
Present Information with the Chalkboard and Flip Chart

C-23
C-24

.C-25
C-28
C-27
C-28
C-29
Category D: Inaliuctional Evaluation
D-1 Establish Student Performance Critena
D-2 Alsess Student`Performance: Knowledge
D-3 Assess StUdent Performance. Attitudes-
D-4 Assess Student Performance: Skills
D-5 Determine Student Grades

-D-6 -Evaluate Your Instructional Effirial--'veneis

Category E: Instructional Management
E-1 Project Instructional Resource Needs ',cf - -
E-2 Manage Your Budgeting and Reporting Responsibilities
E-3 Arrange for Improvement of Your Vocational Facilities
E-4 Maintain a Filing System

Modules

E-5 Provide for Student Safety
E-6 Provide forthe First Aid Needs of Students
,E-7 Assist Students.in Developing Self-Discipline
E-8 Organize the Vocational Laboratory
E-9 Manage the Vocational Laboratory

Category F: Guidance-
F-1 Gather Student Data Using Formal Data-Collection TeChniques
F-2 Gather Student Data Through Personal Contacts ---.-
F-3 Use Conferences to Help Meet Student Needs . .
F-4 Provide Information on Educational andCareer OppoOunities/
F-5 Assist Students in Applying for Employment or Further Eastation'

Category 0: School-Community Relations
G-1 Develop a School - Community Relations Plan for Your Vocational

ta Program
G- Give Presentations to Promote Your Vocationaf-Program
G- Develop Bkichures to Promote Your Vocational ProgLain
G- Prepare Displays to Promote Your Vocational Program
G- Prepare News Releases and Articles COncerning Your Vocational

Program
G-6 rrange for Television and Radio Presentations Concerning Your

V ional Program
G-7 Co uct an Open House '
G-8 W with Members of'the Community
G-9 W rk with State and Local Educators
G-10- Obtain Feedback about Your Vocational Program

Category H: Student Vocational Organization
H-1 Develop a Personal Philosophy Concerning Student Vocatingal

Organizations
1-1-2 Estdblish a Student Vocatiorial Organization
H-3 Prepare Student Vogational Organization Members for

Leadership Roles s .
.

.5

H-4 Assist Student Vocational Organization Members in Developing
and Financing a Yearly Program of Activities

H-5 Supervise Activities of the StudenUlocational Organization
H-6 Guide Participation in Student VocaMnal Organization Contests

Category I: Professional Role and Development
1-1 Keep Up-to-Date Pnifessionally
1-2 ,- Serve Your Teaching Profession -,

1-3 Develop an Active Personal Philosophy of Education
1-4 Serve the School and Community
1-5 Obtain a Suitable Teaching Positiorr-
1-6 Provide Laboratory Experience*r Prospective Teachers
1-7 Plan tile Student Teaching Expenence , ,
1-13 SupeNfse Student Teachers .. ,

illeategory J: Coordlnati, of Cooperathm Education
J-1 Establish Guide Ines for Your Cooperative Vocational Prog
J-2 Manage the Atte ante, Trans/ere, and Terminations of

Students
J-3 Enroll Students In our Co-Qtrogram
J-4 raining Stations lot' Your Co-Op Program
J-5 ce p Students on the Job
J-6 lop the Training,Ability of On-the-Job Instructors .
J-7 Coordinate On-the-Job Instruction
J-8 Evaluate Co-Op Studbnts' On-the-Job Performance
J-9 Prepare for Students' Related Instruction
J-10 Supervise an Employer-Employee Appreciation Event

1

RELATED PUI1L1CATIONS,
Student Guldi to Using PerfornCance-Based Teacher Education

Materials
Resburce Person Guide to Using Performance-Based -Teacher

Education Materials . ,
Guide to the Implementation of Performance-Based Teacher Educition '

For information regarding availability prices of there matelali contact

AAV IM
American Association for Vocational Instructional Materials

120 Engineering Center Athens, Georgia 30602 (404) 542 -2586


